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Breadcrumbs: Home > Compensate Employees > Manage Payroll Process (US) > Report 1 >
Employee Deduction Report

REQUESTING AN EMPLOYEE DEDUCTION REPORT

Use the following navigation to ‘Employee Deduction Report’ and select ‘Add a New Value.” If you
have run this report before, you can ‘Search’ or simply enter your ‘Run Control ID’.
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‘Run Control ID’ is primarily for technical tracking of processes. We recommend you simply use
your 5-digit Business Unit in that field, then click ‘Add’. In the future, you may simply enter your
Business Unit in the previous screen and it will recall your ‘Run Control'.

The screen on the following page shows where you need to enter your 5-digit Business Unit (you
will only get results for the Business Units for which you have security access) and enter the Pay
Period End Date you wish to print. There is also the option of printing the Employee Deduction
Report for all departments within your business unit (click the button ‘Run for all Depts within
Business Unit’) or printing this report for a specific department. This report can be run for current
or prior months. Then Click ‘Run’.

NOTE: The ‘system’ currently seems to be placing a blank space in the Business Unit field. You

may have to backspace to clear that blank in order to be able to put all 5 digits of your business
unit in.
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Home = Compensate Emplovees = Manage Payroll Process (US) = Report 1 = Employee Deduction Report Mew Window

Employee Deduction Report \L

Run

Run ControlID: 031761 Report Manager Process Maonitor

Company:IND =1
Business Unitl 11000 Q)

Department: %

For Pay Period Ending: I'I 173002003

[+ Run for all Depts within Business Unit

Optional for departments

| ﬁ”Sav'e QReturn 1o éea‘rc‘ﬁ

The following screen shows the parameters for the report and the *Format defaults to ‘HTM’. The
report is formatted to show best in adobe PDF format, so we recommend you select ‘PDF’ for the
Format. Then click ‘OK’ and you will be returned to the previous screen.
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Home = Compensate Emplovees = Manage Payroll Process (US) = Report 1 = Employee Deduction Report

Process Scheduler Request

Run Control ID: 1

Server Name: 'S Run Date: |1 0/15/2003 Bl

Recurrence: = Time: I 315:51FM

Tithe Zone: vl etto Current DateiTime |

Process List

Select Description Process Name Process Type *Type *Format /
-][FoF =1EH

¥  Employee Deduction Repart MDSPR207 rystal Webh

User ID: lberger
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When you’re returned to this screen, click on ‘Process Monitor’ to view the status of the report
running.

o

Home = Compensate Employees = Manage Payroll Process {(1US) = Report 1 = Employee Deduction Report Plewy Wiind o

@ Home

Employee Deduction Repart

Run Control ID: 1 Report Manager Process bonitor Run |
Frocess | nce: 10040
Compamy: IND Ql
Business Unit:l11DDD Y
Department: I% [¥| Run for all Depts within Business Unit

For Pay Period Ending: IUQBW?U03 =y,

ﬁ Savé -d‘Return to Search | |

At this Process Monitor screen, click on ‘Refresh’ periodically until the Run Status of your report
shows ‘Success’. Then click on ‘Details’.
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Home = PeopleTools = Process Monitor = [nguire = Process Requests Bew Window

@ Hofne 5 S Sign Out

Process List ' Sewer List

User: [lberger ﬂType: | vILast: |1_ Days 'I

Server: ~] Run Status: | =] mstance: | to |

[ view Job ltems

Instance Seq. Process Type Process Name  User Run Date/Time Hu-stal Details
10090 Crystal MNDSPR207 lberger 101572003 3:15:51PM COT @ Details
10089 Crystal MDSPR201 Iberger  10/15/2003 2:58:35PM COT ESS Details
10064 S0OR Report PAYD11 lberger 10472003 5:28:28PM COT Success Details
10063 SGR Report PAYD1 Iberger 10/ 42003 5:2717PM COT Success Dretails
10061 SOR Report PAYD11 lberger 101472003 5:25:01PM COT Success Details
10060 COBOL SAL PSPPYRUN Iberger 10/ 4/2003 5:24:44PM COT Success Details
10055 COBOL 5aL FPEPPYRUM Ilberger  10A 472003 5:22:25PM COT Success Details
10058 COBOL saL FEPPYRUN Iberger 101 4/2003 5:08:47FM COT Success Details

Go hackto Employes Deduction Report

(B save

Process List | Server List

Employee Deduction Report Page 3 of 5 1/27/2004



When you come to the Process Detail screen, click on “View Log/Trace” to get the next screen with
the report file name.

o

Home = PeopleTools = Process Monitdr = Inguire = Process Requests e \Wind o

& Home (2 Worklis S Sign Out

Process Detail

Instance: 10090 Type: Crystal
Mame: MNODSPR207 Description: Employes Deduction Report

Run Control ID: 1

Location: Server

Server: PSNT

Recurrence:

Request Created On: 10/15/2003 3:16:47FM CDT Parameters Transfer
Run Amytime After:  10/15/2003 3:15:51PM CDT Messane Log

Began Process At: 10152003 3:17:08PM CDT Batch Timings

Ended Process &t:  10/15/2003 31 7:37PM CDT View Log/Trace

Then click the report name below to view the report.

P

ReportiLog Viewer

Instance: 10090 Crystal
Name: WDESPE207 1
Status: Success lberger
Server: PENT

Employee Deduction Report

Messaqge L og 0 bytes Wed Oct 15 15:17:07 2003
< NDSPR207 10090.PDFE 115638 bytes Wed Oct 15 15:17:09 2003
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The report, shown below, may then be saved wherever you prefer to store it or printed at your own
printer.
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